Information on careers in information systems auditing and the
CISA designation may be obtained from:
@ The Information Systems Audit and Control Association, 3701
Algonquin Rd., Suite 1010, Rolling Meadows, IL 60008.
Internet: http://www.isaca.org

For information on accredited programs in accounting and business,
contact:
@ American Assembly of Collegiate Schools of Business—The Interna-
tional Association for Management Education, 605 Old Ballas Rd., Suite
220, St. Louis, MO 63141. Internet: http://www.aacsb.edu
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Administrative Services

and Facility Managers

(O*NET 13014B)

Significant Points
® Administrative services and facility managers work in
private industry and government and have varied
responsibilities, experience, earnings, and education.

® Despite projected employment growth, especially
among facility managers, competition should remain
keen due to the substantial supply of competent,
experienced workers seeking managerial jobs.

Nature of the Work

Administrative services and facility managers perform a broad range of
duties in virtually every sector of the economy. Administrative ser-
vices managers, for example, coordinate and direct support services to
organizations as diverse as insurance companies, computer manufac-
turers, and government offices. These workers manage the many ser-
vices that allow organizations to operate efficiently, such as secretarial
and reception; administration; payroll; conference planning and travel,
information and data processing; mail; materials scheduling and distri-
bution; printing and reproduction; records management; telecommuni-
cations management; personal property procurement, supply, and dis-
posal; security; and parking.

Specific duties for these managers vary by degree of responsibility
and authority. First-line administrative services managers directly su-
pervise a staff that performs various support services. Mid-level man-
agers, on the other hand, develop departmental plans, set goals and
deadlines, implement procedures to improve productivity and customer
service, and define the responsibilities of supervisory-level managers.
Some mid-level administrative services managers oversee first-line su-
pervisors from various departments, including the clerical staff. Mid-
level managers also may be involved in the hiring and dismissal of em-
ployees, but they generally have no role in the formulation of personnel
policy. Some of these managers advance to upper-level positions such
as vice president of administrative services, which are discussed in the
Handbook statement on general managers and top executives.

In small organizations, a single administrative services manager may
oversee all support services. In larger ones, however, first-line adminis-
trative services managers often report to mid-level managers who, in turn,
report to owners or top-level managers. As the size of the firm increases,
administrative services managers are more likely to specialize in specific
support activities. For example, some administrative services managers
work primarily as office managers, contract administrators, or unclaimed
property officers. In many cases, the duties of these administrative ser-
vices managers are similar to those of other managers and supervisors,
some of whom are discussed in other Handbook statements.

Because of the range of administrative services required by organi-
zations, the nature of many of these managers’ jobs also varies signifi-
cantly. Administrative services managers who work as contract ad-
ministrators, for instance, oversee the preparation, analysis, negotia-
tion, and review of contracts related to the purchase or sale of equip-
ment, materials, supplies, products, or services. In addition, some
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Administrative services and facility managers must be able to
coordinate several activities at once.

administrative services managers acquire, distribute, and store sup-
plies; while others dispose of surplus property or oversee the disposal
of unclaimed property.

Facility managers are assigned a wide range of tasks in planning,
designing, and managing facilities. They are responsible for coordi-
nating the physical workplace with the people and work of an
organization. This task requires integrating the principles of busi-
ness administration, architecture, as well as the behavioral and en-
gineering sciences. Although the specific tasks assigned to facility
managers vary substantially depending on the organization, the
duties fall into several categories. They include operations and
maintenance, real estate, project planning and management, commu-
nication, finance, quality assessment, facility function, and human and
environmental factors. Tasks within these broad categories may in-
clude space and workplace planning, budgeting, the purchase and sale
of real estate, lease management, renovations, or architectural planning
and design. Facility managers may suggest and oversee renovation
projects for a variety of reasons, ranging from improving efficiency to
ensuring that facilities meet government regulations and environmen-
tal, health, and security standards. Additionally, facility managers
continually monitor the facility to ensure that it remains safe, secure,
and well-maintained. Often, the facility manager is responsible for
directing staff including maintenance, grounds, and custodial workers.

Working Conditions

Administrative services and facility managers generally work in com-
fortable offices. However, managers involved in contract administra-
tion and personal property procurement, use, and disposal may travel
extensively between their home office, branch offices, vendors’ offices,
and property sales sites. Also, facility managers who are responsible
for the design of workspaces may spend time at construction sites and
may travel between different facilities while monitoring the work of
maintenance, grounds, and custodial staffs.

Most administrative services and facility managers work a standard
40-hour week. However, uncompensated overtime is often required
to resolve problems and meet deadlines. Facility managers are often on
call to address a variety of problems that can arise in a facility during
non-work hours. Because of frequent deadlines and the challenges of
managing staff and resources, the work of administrative services and
facility managers can be stressful.

Employment

Administrative services and facility managers held about 364,000
jobs in 1998. Over half worked in service industries, including
management, business, social, and health services. The remaining
workers were widely dispersed throughout the economy.
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Training, Other Qualifications, and Advancement

Educational requirements for these managers vary widely, depending
on the size and complexity of the organization. In small organizations,
experience may be the only requirement needed to enter a position as
office manager. When an opening in administrative services manage-
ment occurs, the office manager may be promoted to the position
based on past performance. In large organizations, however, adminis-
trative services managers are normally hired from outside and each
position has formal education and experience requirements. Some
administrative services managers have advanced degrees.

Specific requirements vary by job responsibility. For first-line
administrative services managers of secretarial, mailroom, and related
support activities, many employers prefer an associate degree in
business or management, although a high school diploma may suffice
when combined with appropriate experience. For managers of audio-
visual, graphics, and other technical activities, postsecondary techni-
cal school training is preferred. Managers of highly complex services
such as contract administration generally need a bachelor’s degree in
business, human resources, or finance. Regardless of major, the cur-
riculum should include courses in office technology, accounting, busi-
ness mathematics, computer applications, human resources, and busi-
ness law. Most facility managers have an undergraduate or graduate
degree in engineering, architecture, business administration, or facil-
ity management. Many have a background in real estate, construc-
tion or interior design, in addition to managerial experience. Whatever
the manager’s educational background, it must be accompanied by
related work experience reflecting demonstrated ability. For this
reason, many administrative services managers have advanced through
the ranks of their organization, acquiring work experience in various
administrative positions before assuming first-line supervisory du-
ties. All managers who oversee departmental supervisors should be
familiar with office procedures and equipment. Managers of per-
sonal property acquisition and disposal need experience in purchas-
ing and sales, and knowledge of a variety of supplies, machinery, and
equipment. Managers concerned with supply, inventory, and distri-
bution should be experienced in receiving, warehousing, packaging,
shipping, transportation, and related operations. Contract adminis-
trators may have worked as contract specialists, cost analysts, or
procurement specialists. Managers of unclaimed property often have
experience in insurance claims analysis and records management.

Persons interested in becoming administrative services or facility
managers should have good communication skills and be able to estab-
lish effective working relationships with many different people, rang-
ing from managers, supervisors, and professionals, to clerks and blue-
collar workers. They should be analytical, detail oriented, flexible, and
decisive. The ability to coordinate several activities at once, quickly
analyze and resolve specific problems, and cope with deadlines is also
important.

Most administrative services managers in small organizations ad-
vance by moving to other management positions or to a larger organi-
zation. Advancement is easier in large firms that employ several levels
of administrative services managers. Attainment of the Certified Ad-
ministrative Manager (CAM) designation offered by the Institute of
Certified Professional Managers through work experience and suc-
cessful completion of examinations can increase a manager’s advance-
ment potential. In addition, a bachelor’s degree enhances a first-level
manager’s opportunities to advance to a mid-level management posi-
tion, such as director of administrative services, and eventually to a
top-level management position, such as executive vice president for
administrative services. Those with the required capital and experi-
ence can establish their own management consulting firm.

Advancement of facility managers is based on the practices and
size of individual companies. Some facility managers transfer from
other departments within the organization or work their way up
from technical positions. Others advance through a progression of
facility management positions that offer additional responsibilities.
Completion of the competency-based professional certification pro-
gram offered by the International Facility Management Association

can give prospective candidates an advantage. In order to qualify for
this Certified Facility Manager (CFM) designation, applicants must
meet certain educational and experience requirements.

Job Outlook
Employment of administrative services and facility managers is expected
to grow about as fast as the average for all occupations through 2008.
Demand should be especially strong for facility managers, and for admin-
istrative services managers in management services and management
consulting as public and private organizations continue to contract out
and streamline administrative services in an effort to cut costs. Many
additional job openings will stem from the need to replace workers
who transfer to other jobs, retire, or stop working for other reasons.
Nevertheless, competition should remain keen due to the large number
of competent, experienced workers seeking managerial jobs.
Continuing corporate restructuring and increasing utilization of of-
fice technology should result in a flatter organizational structure with
fewer levels of the management, reducing the need for some middle
management positions. This should adversely affect administrative
services managers who oversee first-line mangers. Because many ad-
ministrative managers have a variety of functions, however, the effects
of these changes on employment should be less severe than for other
middle managers who specialize in certain functions.

Earnings

Earnings of administrative services and facility managers vary greatly
depending on their employer, specialty, and geographic area in which
they work. In general, however, median annual earnings of administra-
tive services and facility managers in 1998 were $44,370. The middle
50 percent earned between $31,980 and $68,840. The lowest 10 per-
cent earned less than $24,100, and the highest 10 percent earned more
than $89,850. Median annual earnings in the industries employing the
largest numbers of these workers in 1997 are shown below:

HOSPILALS ..o $49,000
Commercial banks ..... 47,500
Colleges and UNiversities .........coccoeevecerenreruennnne. 44,500
Local government, except education and hospitals ... 40,900
Management and public relations ............cccoceeevciiniinciinennne. 36,900

In the Federal Government, contract specialists in nonsupervisory,
supervisory, and managerial positions averaged $55,300 a year in early
1999; facilities managers, $53,100; industrial property managers,
$52,100; property disposal specialists, $48,000; administrative offic-
ers, $53,100, and support services administrators, $43,900.

According to the International Facility Management Association,
facility managers had annual earnings of approximately $66,000 in
1998. Entry level positions in facility management offered salaries
ranging from $27,000 to $42,000 a year. However, facility directors
can earn more than $80,000 per year, and top facility executives can
earn in excess of $160,000. These salaries vary depending on level of
education, exact position, company size, and geographic location.

Related Occupations

Administrative services and facility managers direct and coordinate sup-
port services and oversee the purchase, use, and disposal of personal
property. Occupations with similar functions include appraisers, buy-
ers, office and administrative support supervisors, contract specialists,
cost estimators, procurement services managers, property and real es-
tate managers, purchasing managers, and personnel managers.

Sources of Additional Information

For information about careers in facility management, facility manage-
ment education and degree programs, as well as the Certified Facility
Manager (CFM) designation, contact:

@ International Facility Management Association, 1 East Greenway Plaza,
Suite 1100, Houston, TX 77046-0194. Internet: http://www.ifma.org



General information regarding facility management and a list of facil-
ity management educational and degree programs may be obtained from:
@ The Association of Higher Education Facilities Officers, 1643 Prince
St., Alexandria, VA 22314-2818. Internet: http://www.appa.org

For information about the Certified Administrative Manager desig-
nation, contact:

@ Institute of Certified Professional Managers, James Madison Uni-
versity, College of Business, Harrisonburg, VA 22807. Internet:
http://www.cob.jmu.edu/icpm
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Advertising, Marketing,
and Public Relations Managers

(O*NET 13011A, 13011B, 13011C, 13011D)

Significant Points

®  Employment is projected to increase rapidly, but
competition for jobs is expected to be intense.

® Advertising, marketing, and public relations managers
have high earnings, but substantial travel and long
hours, including evenings and weekends, are common.

® A college degree with almost any major is suitable for
entering this occupation, but most people enter these
jobs after acquiring experience in related positions.

Nature of the Work

The objective of any firm is to market its products or services profitably.
In small firms, the owner or chief executive officer might assume all
advertising, promotions, marketing, sales, and public relations respon-
sibilities. In large firms, which may offer numerous products and ser-
vices nationally or even worldwide, an executive vice president directs
overall advertising, promotions, marketing, sales, and public relations
policies. (Executive vice presidents are included in the Handbook state-
ment on general managers and top executives.) Advertising, marketing,
and public relations managers coordinate the market research, market-
ing strategy, sales, advertising, promotion, pricing, product develop-
ment, and public relations activities. Middle and supervisory managers
oversee and supervise staffs of professionals and technicians.

Advertising and promotion staffs usually are small except in the
largest firms. In a small firm, they may serve as a liaison between the
firm and the advertising or promotion agency to which many advertising
or promotional functions are contracted out. Inlarger firms, advertising
managers oversee in-house account services, creative services, and media
services departments. The account executive manages the account ser-
vices department, assesses the need for advertising and, in advertising
agencies, maintains the accounts of clients. The creative services depart-
ment develops the subject matter and presentation of advertising. The
creative director oversees the copy chief, art director, and their respec-
tive staffs. The media director oversees planning groups that select the
communication media—for example, radio, television, newspapers, maga-
zines, Internet, or outdoor signs—to disseminate the advertising.

Promotion managers supervise staffs of promotion specialists.
They direct promotion programs combining advertising with purchase
incentives to increase sales. In an effort to establish closer contact
with purchasers—dealers, distributors, or consumers—promotion pro-
grams may involve direct mail, telemarketing, television or radio adver-
tising, catalogs, exhibits, inserts in newspapers, Internet advertise-
ments or websites, in-store displays or product endorsements, and
special events. Purchase incentives may include discounts, samples,
gifts, rebates, coupons, sweepstakes, and contests.

Marketing managers develop the firm’s detailed marketing strategy.
With the help of subordinates, including product development managers
and market research managers, they determine the demand for prod-
ucts and services offered by the firm and its competitors. In addition,
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they identify potential markets—for example, business firms, wholesal-
ers, retailers, government, or the general public. Marketing managers
develop pricing strategy with an eye towards maximizing the firm’s
share of the market and its profits while ensuring that the firm’s custom-
ers are satisfied. In collaboration with sales, product development, and
other managers, they monitor trends that indicate the need for new
products and services and oversee product development. Marketing
managers work with advertising and promotion managers to promote
the firm’s products and services and to attract potential users.

Public relations managers supervise public relations specialists
(see the Handbook statement on public relations specialists). These
managers direct publicity programs to a targeted public. They often
specialize in a specific area, such as crisis management—or in a spe-
cific industry, such as healthcare. They use every available communi-
cation media in their effort to maintain the support of the specific
group upon whom their organization’s success depends, such as con-
sumers, stockholders, or the general public. For example, public rela-
tions managers may clarify or justify the firm’s point of view on health
or environmental issues to community or special interest groups.

Public relations managers also evaluate advertising and promotion
programs for compatibility with public relations efforts and serve as
the eyes and ears of top management. They observe social, eco-
nomic, and political trends that might ultimately have an effect upon
the firm, and make recommendations to enhance the firm’s image
based on those trends.

Public relations managers may confer with labor relations managers
to produce internal company communications—such as news about

Working under pressure is unavoidable when schedules change and
problems arise, but deadlines and goals must still be met.



